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 Attendance Administrator  
 

Grade and Salary Grade 4: £24,490 - £26,566 per annum  

(£28,598 - £31,022 FTE) 

Working pattern 37 hours per week, 39 weeks per year (term time only) 

Contract term Permanent  

 
 

The School: 

Ashfield School is renowned for high standards of teaching, behaviour and academic achievement. 
One of the largest schools in England (2700 on role), staff work together each day to support, inspire 
and challenge students to give of their best in our safe, happy and ambitious working environment.  

Ashfield school enjoys an incredibly positive culture across the school. Continual focus on developing 
a happy and ambitious culture has enabled us to recruit, develop and retain the very best people. 
Student behaviour is excellent, staff well-being surveys evidence that morale is very high with 
teachers treated as respected professionals and given the autonomy to teach the well planned and 
high-quality curriculum in their own style.  

Ashfield School is a great place to work and, as part of the DFE school re-building project, will move 
into brand new buildings over the next few years. We are located close to the A38 and M1 and there 
is a large free staff car park. Facilities across the large school campus are excellent with numerous 
staff social and workspaces, staff specific catering and sporting facilities, including a fitness suite and 
swimming pool. 

The role:  

We are looking to appoint a motivated Attendance Administrator to join the team at Ashfield School. 
The role consists of working closely with the safeguarding team to persuade, empower and motivate 
families to engage and overcome barriers to positive attendance barriers. You will also be required to 
complete general administration duties.  

The person:  

The successful candidate will be able to work independently and as part of a team, be able to 
maintain high standards, and have the ability to proactively engage with young people. You will have 
experience in working with young people in different settings, and experience updating and 
maintaining accurate records and systems. 

A full driving licence and access to a vehicle for business use is required. 

 

Why join us? 

There are many reasons to choose The Two Counties Trust as a great place to start or continue your 
career. 

We recognise the importance of a happy, healthy, rewarded and well motivated workforce and as 
such we have developed our HR strategy to invest in our employees. We have removed appraisal and 
appraisal related pay progression, changing the focus from validation to professional growth and 
enabling all our employees to get better all the time. 

We are fully committed to supporting your career and professional growth through a range of routes 
both within schools and across the Trust and we offer extensive professional learning opportunities 
for all employees. 

 
We offer: 

• Highly competitive pay and pay progression opportunities.  
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• We do not operate appraisal or appraisal related pay progression. All employees participate in our 
Professional Learning Scheme which supports colleagues to develop their expertise and benefit 
from valuable professional learning. 

• An array of employee benefits and lifestyle options including discounted healthcare, gym 
membership and extensive high street retail discounts. 

• Entry to a career average pension scheme. 

• Opportunities to experience and share practice in our partner schools across the Trust. 

• A stimulating, supportive and rewarding working environment with a dedicated team of like-minded 
professionals. 

• Excellent opportunities to develop your skills and experience and to progress your career. 

• We take the wellbeing and health of employees seriously. We have a range of support mechanisms 
and benefits available to employees and the Trust has signed up to the Education Staff Wellbeing 
Charter. 

 

Applications must arrive by:  16:00 Sunday 22 February 2026 

Interviews will be held on:  W/C 23 February 2026 

 

It is an offence to apply for this role if you are barred from engaging in Regulated Activity 
relevant to children. 

We are committed to safeguarding and promoting the welfare of children and young people. An offer 
of employment will be subject to the receipt of a satisfactory enhanced level DBS disclosure with a 
children’s barred list check, two satisfactory references and successful completion of vetting 
procedures. 

In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online search 
will be conducted as part of due diligence on shortlisted candidates and a social media check will be 
required as a condition of employment.  

We are committed to recruiting and retaining a diverse workforce and candidates with a disability who 
meet the essential job criteria will be given an opportunity to demonstrate their abilities at interview. 
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JOB PROFILE  
 

 

 

 

Corporate responsibilities: 

• To ensure that the responsibilities of the role are carried out in a way which reflects the mission and 
the values of the Trust.  

• To be aware of and observe all policies, procedures, working practices and regulations, and in 
particular to comply with policies relating to Child Protection, Equal Opportunities, Health and 
Safety, Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an 
appropriate person.  

• To uphold our commitment to safeguarding and to promote the wellbeing of children.  

• To contribute to a culture of continuous improvement.   

• To comply with all reasonable management requests. 

 

Key responsibilities: 

• To be responsible for a caseload of attendance and punctuality interventions. Identifying students of 
concern for an ongoing caseload, organising support, carrying out monitoring and mentoring 
sessions with individual students and contacting families. 

• To undertake casework with families to challenge and support them in reducing their child’s 
absence, maintaining relevant paperwork. 

• To conduct home visits as required in support to improving school attendance. To formulate, during 
such visits strategies as appropriate for the family to improve their child’s school attendance as well 
as highlighting the consequences of poor attendance on life choices.  

• To organise and attend attendance meetings with families in order to identify and remove barriers 
to attendance. Identifying support, setting targets and liaising with pastoral teams and outside 
agencies.  

• In relation to casework complete referrals and ensure criteria are met for external services (Family 
Service, Social Care, CAMHS, HRET) and complete the necessary paperwork in cases of Children 
Missing in Education and Elective Home Education. 

• To work closely with the Pastoral Team to utilise the Early Help Assessment (EHA) framework and 
prepare reports as required in accordance with NCC guidelines. 

• To monitor and support pastoral teams, contacting tier 1 high priority absent pupils when required. 

• To contribute to ensuring school’s attendance data is kept accurately and up to date.  

• To provide attendance reports as requested. 

Job title: Attendance Administrator  

Responsible to: Senior Leadership Team  

Salary / Grade: Grade 4: £24,490 - £26,566 per annum  

(£28,598 - £31,022 FTE) 

Working hours / weeks: 37 hours per week, 39 weeks per year (term time only) 

Core purpose Responsible for providing administrative support to PSO’s, AL’s and SLT with 
regards to Attendance.  

 

Responsible for the administration of daily Attendance data. 
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• Ensure regular liaison with the Trust Attendance Officer on matters relating to student attendance. 

• Manage manual and electronic records/information systems through SIMs and Microsoft Office 
software.  

• Use the school’s electronic communication system to send information out to staff and parents.   

• Minute meetings as and when required and share with appropriate professionals.  
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Notes 

This document is an overview of the role. The responsibilities will include but will not be limited to those 
listed above and it is anticipated that the role will evolve over time and as such the duties may change. 

This document does not form part of the contract of employment.  

It is an offence to apply for this role if you are barred from engaging in Regulated Activity 
relevant to children. 

This post will have regular contact with children and as such a satisfactory enhanced disclosure from 
the Disclosure and Barring Service (DBS) with a Children’s Barred List Check is required as a condition 
of employment.  

In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online search 
will be conducted as part of due diligence on shortlisted candidates to identify incidents or issues that 
may have happened, and which are publicly available online, which we may need to explore with 
shortlisted candidates. 

Candidates for management positions will also require a satisfactory Section 128 check. 
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PERSON SPECIFICATION 
Role: Attendance Administrator  E/D A I 

Qualifications & Training 

1 Educated to level 3 with English and Maths at level 2 or equivalent. D ✓  

2 Full UK Driving Licence (including access to a vehicle and appropriate business use 
insurance). 

E ✓  

Experience 

3 Experience of tracking attendance within an educational setting. D ✓ ✓ 

4 Experience of working with young people in a variety of settings. E ✓ ✓ 

5 Effective planning and delivery of projects and initiatives for young people. D ✓ ✓ 

6 Has experience updating and maintaining accurate records and systems. E ✓ ✓ 

7 Working with young people in groups and on a 1:1 basis. D ✓ ✓ 

8 Working with vulnerable families/young people with challenging circumstances. E ✓ ✓ 

9 Working with other agencies including the voluntary sector. E ✓ ✓ 

Knowledge & Understanding 

10 An understanding of the mission and values of the Trust. E ✓ ✓ 

11 An understanding of safeguarding issues and promoting the welfare of children. E  ✓ 

12 Understanding of the barriers to learning and attending school faced by children and 
young people and how they can be overcome. 

E ✓ ✓ 

13 Knowledge of up-to-date education initiatives surrounding improving attendance. D ✓ ✓ 

14 Understanding of health and safety responsibilities. E ✓ ✓ 

15 Knowledge of current government initiatives for young people and current trends, issues 
and practice youth work. 

D ✓ ✓ 

16 Knowledge and understanding of the risk factors present in young people and families 
with complex needs. 

D ✓ ✓ 

17 Theoretical knowledge of group work and proven ability to effectively deliver to groups. D ✓ ✓ 

Skills & Abilities  

18 Ability to form and maintain appropriate professional boundaries with children. E  ✓ 

19 Proven ability to communicate effectively both verbally and in writing with adults and 
young people. 

E  ✓ 

20 Ability to develop and sustain relationships with young people, families and 
professionals from a range of backgrounds. 

E  ✓ 

21 Has the ability to make decisions within the parameters of the role and consult the 
relevant people for advice. 

E  ✓ 

22 Confident IT skills with an interest in learning new IT skills and systems. E  ✓ 

23 Competent user of MS Office. E ✓  

24 The ability to proactively engage with young people. E  ✓ 
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Personal Attributes 

25 Shows resilience when dealing with unexpected for challenging situations. E  ✓ 

26 Accountable for improving the outcomes of young people. E  ✓ 

27 Ability to deliver effective change with young people. E  ✓ 

28 Ability to work on own initiative and demonstrate commitment to teamwork. E  ✓ 

29 Discreet and able to maintain confidentiality when working with sensitive information. E  ✓ 

30 Commitment to development and training of self and others. E  ✓ 

31 Ability to work unsupervised and as part of a team. E  ✓ 

Other  

32 A commitment to uphold and promote equality of opportunity.  E  ✓ 
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HOW TO APPLY 
 

MyNewTerm is our recruitment platform so please go to https://mynewterm.com/trust/The-Two-
Counties-Trust/16093 to apply for this role online. 

If you do not wish to apply online you can request an application form from HR@ttct.co.uk to be 
returned via e-mail. 

Please ensure that you set out in your application on no more than 2 sides of A4, why your experience 
and ambition is a good fit for the role of Attendance Administrator within Ashfield School. 

In order to comply with Safeguarding requirements, you must complete either an application form or 
apply online via MyNewTerm. We cannot accept a Curriculum Vitae as an application for this post.  

Please note that we receive a large number of applications and so unfortunately cannot provide 
feedback to everyone. If you have not been contacted within four weeks of the closing date you 
should assume that your application has not been successful on this occasion. 

 

Applications must arrive by:  16:00 Sunday 22 February 2026 

Interviews will be held on:  W/C 23 February 2026 

  

https://mynewterm.com/trust/The-Two-Counties-Trust/16093
https://mynewterm.com/trust/The-Two-Counties-Trust/16093
mailto:HR@ttct.co.uk
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https://twitter.com/AshfieldSchool
http://www.linkedin.com/school/ttctrust
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